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July 8, 2011
Dear Child Care Provider:

Daily attendance records for children in child care are the primary mechanism for attendance verification in the Child Care Assistance Program (CCAP).  Child care programs are required by 922 KAR 2:160 to maintain sign in sheets with daily arrival and departure times for each child.  These records must be kept for five (5) years.  

Payments requested for reimbursement for child care services must be verified through daily attendance records.  Maintaining accurate records is both a requirement for the program, and a providers best defense should the center receive an audit.  If written daily records are not maintained, the Cabinet may have to suspend payments or recover overpayments.

The Division of Child Care recommends each provider review their current policy/procedures for attendance records to ensure their protection during an audit.  Are the daily initials/signatures legible enough should the Cabinet need to contact the individual for questions about attendance?  Are the parents or legal caregivers providing some sort of verification or signature on a regular basis (at least once a week) indicating the child actually attended the center for the days billed?  

To minimize any errors and consequential repayment of CCAP benefits, please consult the daily attendance records when completing the Provider Billing Forms (PBF) to ensure the days being billed are accurate.   A sample attendance record is attached for your use.  This form is only provided for your convenience, and at this time, is not a requirement of the Child Care Assistance Program. 

The Division of Child Care appreciates your help in maintaining the integrity of the Child Care Assistance Program while ensuring the dollars are utilized in the most efficient manner.

Sincerely,
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Mary Beth Jackson
Director
MBJ/LLL/LS
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